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Introduction
To prepare for assessment of this unit of competency, assessors should refer to the RII09 Assessment Materials Overview Guide. This guide includes directions on how to conduct an assessment for Recognition of Prior Learning (RPL).

This assessment plan provides the guideline for an assessor to manage the competency-based assessment for the unit described above. It combines the operational (workplace) context with the national unit criteria to enable the employee to attain an accredited competency unit within a qualification framework.

The assessor is to conduct the assessment within the boundaries of this plan so accreditation principles are met and the competency unit can be attained. 

Pre-Assessment Meeting
Set up preparations

Determine the assessment work area and access to equipment/tools.

Clarify the timing of the assessment with the Area Supervisor and any other work in progress during this time.

Determine contingency options if this access is interrupted.

	Work area for use
	

	Equipment for use
	

	Availability
	

	PPE/tools to use
	

	Communication process
	


Meeting with the employee

Establish that learning has occurred and confirm the employee is prepared for the assessment.

Discuss the process of the assessment and how a mix of questions and actions will occur.

Discuss the company’s approach to skills recognition (or RPL) and the procedure to apply for it.

Discuss the dimensions of competency and how evidence needs to be collected in these varying aspects (refer to the mapping tool).

Indicate that a maximum of three attempts will be given on any particular action (refer to the company’s appeal process).

Indicate the employee’s rights in the appeals process if a conflict arises (refer to the company’s appeal process).

Indicate the link between the assessment and the national competency unit (refer to the mapping tool).

Commencing the Assessment
Managing risk

Define the assessment work area and equipment to use as part of the assessment.

Check any safety requirements, such as PPE, have been met.

Explain the methods to communicate and the signal to stop the assessment.

Stop the assessment at any stage if safety is compromised.

Sequence of tasks

The assessor can ask the employee to perform the following functions (using the practical assessment tool as a guide):

· Locate policies and procedures that are relevant to maintaining and monitoring site quality standards
· Explain what a quality work outcome is
· Identify the performance indicators for work tasks

· List the things that can help to produce a quality work outcome

· Explain the importance of planning work

· Identify elements in a work instruction

· Ensure personal protective equipment is worn and adjusted correctly

· Identify the relevant quality procedures that must be followed when completing tasks

· Make suggestions about improvements to procedures to the relevant personnel

· Demonstrate how to complete documentation in accordance with site requirements

· Explain the importance of completing documents

· Identify things that can help guarantee a quality outcome in the workplace

· Identify common causes for problems arising in the workplace

· Demonstrate how to conduct a local risk control

· Explain the importance of identifying potential risks

· Demonstrate how to communicate information about variations in quality

· Explain the importance of maintaining good communication with colleagues and other personnel
Gathering evidence

Keep instructions to specific actions and position yourself so not to hinder the employee but still be able to observe all actions.

Ask safety related questions prior to instructing the employee to act, in order to clarify his/her intent.

Keep quiet through action steps to allow the employee to concentrate.

Examine the selection of actions, degree of completion, and timing of outcomes of actions and record these on the instrument.

Check the employee’s actions with “what if…” questions to capture different dimensions of competency.

Summarise the assessment progress at the end of each section/element.

Record results on the instrument and add notes relating to specific occurrences that identify the individual assessment against the standard work processes.

Completing the Assessment
Summary and sign-off

Make a final decision about the employee’s competence after completing the required assessment(s), and provide feedback to the employee on their performance (highlighting both positive examples and room for improvement).

Complete the final assessment summary sheet, including signatures of those involved, and explain that the employee is now responsible for maintaining their competence.

Comment on the company’s re-assessment policy that applies to the employee in relation to maintaining competence in this unit.

NOTE: if the competency has not yet been attained, explain the conditions of work and timing of a re-assessment (refer to company’s procedures and risk assessment process).
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